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INTRODUCTION 

A private secondary school is one which offers 
courses similar to those of a public school. In 
addition, the school offers special courses which 
may not be given in a public school because the 
private school being dependent upon the success of 
its graduates, the faculty is more likely to make 
a careful study of individual differences. The 
student wil! be directea to take such subjects as 
will be of the greatest benefit. 

Many of the private schools serve as preparatory 
schools for those who plan to attend an University. 
Others combine university preparatory studies with 
vocational or art studies. In additicn, there is 
an increasing tendency on the part of some institu- 
tions to offer junior college courses. 

A large number of the better schocls which for- 
merly were purely vocational institutions, or so call- 
ed business schools, are increasing their curriculum 
s0 that they may be classified as secondary schools. 

This thesis takes into consideration the problem 
of accounting which concerns all such institutions 
as have been described above. It presupposes a 
knowledge of general bookkeeping, but it is the aim 
to present the accounting as applied to the adminis- 


tration of secondary schools so that an executive 
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without accounting knowledge may comprehend it. 

A system of accounting for a private secondary 
school, while based on the general principles of ac- 
countancy, has to do with some transactions which will 
be recorded like similar dealings in a mercantile es- 
tablishment, but others will require special treatment. 

The recording should be such as to enable the 
officials of the institution to understand it clearly 
and to enable an auditor to verify the different 
vouchers and accounts without difficulty. It is es- 
sential that the transactions be recorded accurately 
and the system should be simplified so as to keep the 
clerical expense toa minimum! 

The Principal or President of a private school 
conducted for profit, will usually himself, or by 
appointment have some one who represents him, see to 
it that a maximum of return is realized from the ex- 
penditures made. He, like every business man, not 
only considers service which will increase the regf- 
utation of his school, but as a rule, profits are para- 
mount for his objective. Such a person is able to 
make changes in the administration of his institution 
very quickly, because it is unnecessary for him to 
consult a board of trustees or similar group to whom 
he is accountable for his acts. 


The President of an institution that is endowed 


a EN a ee 
4, Montgomery, "Auditing Theory and Practice," p. 1. 
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and whose activities are controlled by a Board of 
Trustees, has a problem much different from the ex- 
ecutive of a privately owned institution operating 

for profit. The purpose for the establishment of the 
endowed school is for the advancement of young people 
in some particular field of endeavor and the execu- 
tive usually has defined for him, by the charter, or 
by-laws, the duties necessary for him to perform in 
the administration of the school. 

Important changes in such an organization must 
be considered by the governing board before becoming 
effective. Therefore, when the President conceives 
a plan which will result in an economy, it may be some 
time before the institution will realize the benefit. 
The reports and records which will aid him should be 
prepared carefully. 

It is necessary in all cases to have accurate re- 
ports’constructed in a particular form and in such 
detail as will enable the administrator to clearly un- 
dzrstend how the affairs are being conducted, which 
will enable him to study the results of the past and 
by comparison of the statements of different periods, 
be guided in making his decisions concerning the 
future conduct of the school affairs. 

The duties of all officials should be defined 


clearly by written instructions from the proper au- 


thority, and the officials in turn should give written 


4; Montgomery, “Auditing Theory and Practice." p. 335, 
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instructions to their subordinates, for their guidance. 
All business forms,’ such as orders, charge tickets, 
checks, etc., should be numbered in numerical order 
by the printer, and none of them be destroyed. Every 
business paper when received or sent to be checked 
by one other than the person making the book entry re- 
quires the initials of both persons to be placed on 
the paper. 
The system suggested herewith, is the result of 
thoughtful consideration of suggestions made by of- 
ficials of private schools and what little information 


of a special nature is available in a few books. 


1 Bowman ana Percy, "Prin. of Bockkeeping and 
Business", Elem., p. 164, 
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ORGANIZATION OF INSTITUTION 


A secondary school may be organized as follows: 
Individual Proprietorship. 
Partnership. 
Corporaticn. 
(a) Stock Company, sharing profits. 
(bo) Non-profit Sharing Corporation.” 

An institution conducted by an individual pro- 
prietor would be operated chiefly for profits, how- 
ever, its success would depend upon the service render- 
eda, 

The size of such an institution and the equip- 
ment will be governed to a large extent by the amount 
of capital furnished by the proprietor personally, or 
for whatever he may be able to receive credit. 

This form of organization has the advantage of 
applying without delay, changes in the conduct of the 
institution, because the proprietor may conduct his 
school independently, not being obliged to have his 
plans approved by others. 

The faculty in such an institution is likely to 
render efficient service and to have in mind the 
future enrollment depends upon what the institution 
gives to the students. It is important to select 
carefully, the members of the faculty, so that they 

1 Bowman ana Percy, "Prin. of Bookkeeping ana 
Business." p. 165. 


2  Gerstenberg, "Financial Organization and 
Management. * pr. 45 
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may aid the proprietor to solve problems which require 
careful consideration. 

However, the institution in general, is likely to 
he the reflection of its proprietor and a well quali- 
fied and active person will be the proprietor of a 
high-class school, 

The partnership form of organization, consisting 
of two or more persons, is one which is similar in aim 
to the individual proprietorship, but profits are 
divided according to the partnership agreement, or 
equally, if no agreement is made concerning profits. 

Like any partnership form of organization, the 
articles of corpartnership should be prepared care- 
fully by an experienced attorney of high standing, 
so that the duties, salary, share of profits, etc., 
of each partner will be defined clearly. 

It is advantageous for one to have an efficient 
and reliable partner when important matters must be 
considered, as it relieves an individual of much re- 
sponsibility, if he can share the burden of admin- 
istration. There are added advantages of being able 
generally to have greater capital contributions as 
well as to be able to devote some time to instruction 
in the class room, 

The private school proprietors should enaeavor 


to meet their students frequently and observe their 
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progress, making helpful suggestions whenever possible. 
It is important for the private school proprietors to 
make the students realize thet the institution is inter- 
ested in their welfare and to be sure each student is 
interested in the subjects chosen. 

The organization known as a corporation, if a 
stock company, will have profits as a primary aim and 
will be conducted similar to the individual or partner- 
ship forms, provided it is a close corporaticn, i. e., 
if nearly all of the stock is owned by one or a4 very 
few persons. 

The corporation organization makes it possible to 
acquire more capital by the sale of stock. However, 
if there are many stockholders, the institution is 
likely not to have the personal interest of an in- 
dividual or partnership form of organization. There 
is a grecst advantage in the corporaticn organization 
because the liability of the stockholders is limited 
to the amount invested in the business. 

The life of a sound institution is more certain, 
if a corporation, it making no difference as to the 
existence of the institution, if a stockhclder wishes 
to transfer his stock or dies. A change of ownership 
which might take place in an individual proprietorshir 
or partnership form of crganization, might cause the 
school to close. 


The management of a corporation, if many stock- 
holders, might be influenced more or less by those 
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lacking a complete knowledge of the problems of the in- 
stitution. 

The official organization will consist of a Board 
of Directors elected by the stockholders. The Board 
of Directors will elect the officers, i. e., the 
President,’ Vice President? Secretary, Treasurer,” or 
such other officers who will administer the affairs 
of the corporation. The duties of each officer will 
be defined and it will be the duty of each officer 
to report at stated times, the progress and condition 
of affairs for which they are responsible. 

The organization of a non-profit corporation is 
controlled by a Board of Trustees who perform their 
duties in accordance to the regulations of the charter 
or by-laws, and they appoint the officers to administer 
the affairs of the school, 

The organization would be probably as follows: President, 
Vice President, Clerk, and Treasurer. The Treasurer 
being responsible for the financial transactions ana 

the recording of them. 

The Executive Board appointed by the Trustees 
would consist of the officers named above together 
with a number selected from the Board of Trustees. 

The total number on the Executive Board should be an b 
odd number of persons. 

A budget “is prepared annually by the President 


who submits it to the Executive Board for their con- 


1,2,3,4. Geretenberg, "Financial Organization and 
Management." pp. 67,68,89, 

. : Pp. 96. 

: : p. 441. 


Ooi 


> © 
\ 


7 ra s ; ¥ 
fees ET =) done . an 
_ i ® q 
pF ye 4 


K o 
brs0d & to sabeaco Dib solssstnan, aga a 
basod sdT . -srebtomiyoss es ki sae ae 
seit Qe ot gateattio vit #oele a 
( ee | > 4 
a xO ‘ xeavanert * 182 1983 Lemepieett 
etkatta ed? rotetthans Iftw oan srOD.T IO: dows 
me [ite ‘xe0#t0 doae 9 astiub ea? - 19, eimomiee wt 3 we 
ay iy 
” reattto dose to ydub eft ed item 32 -bes peated: ‘ed 
| fa btboaoe bis easrgetd ed? .seatt besive a aroma oe 
, seidtemoqest s1e° yedé doidw x0 ‘extatte Yo 
7 at fottstoqros J ftorqd=-a0a a” to nottastaagxo oat 


abode nrotte¢ odw asesautT to brsod 8 bi bef lorsase 


“evrado ent to silo tnsfuger ods ot consbrooe s at setsas 
> tetetirtmis ot ersoltto sit Tn LOGE Yeas bas onal - 190 


7 . - +foodoe ed? to existis | 


taebtear® sawokto? as yLisdotq. 6d Sig6"- abitastnegto 
| rk 
| aeivesexT eff  .tersesedT das ftel9 Japblestt 


> uM 
| bits. saotvosenett Iatonsatt sad rot old teno gees: Saket 
5  ymedt to gatorebe ode 


* 
2 esstestT ofa yo séeatoqas. ‘br s08 eviduoout ae 

\ ' Tedregot evods beman etsottto etd 29, Aekeno9 otuon 

, «5¢99 awit to HSrs0k edt mor? peaoster redaus r) athe 

d ts 83 olfuods prsok evisivovexd end 19 red’ Lstod oat P 7 


ciate! hah “retina bo > 
faspbesto ody yo ¢ifaunis, betEqeTa ae tesaud AL ; 


-a0o tiedi sot punos- evitvages at salt | 3 Pec deied 4: oo 


us. moigtas tnsgr0 fatonahi®® prbgads 


; .ov wt. Ls > os ; aa as are ny | 


08.08, To 4.70 " sRemS aa 


sideration. The Executive Board makes the suggestions 
which are considered necessary, and then the oudget 

ag finally approved is used as a basis for the financial 
activities of the institution, during the following 
fiscal year. 

The organization of the school officials will con- 
sist of the President, Secretary, Treasurer, Dean, and 
Department Heads, for educational and property depart- 
ments. 

The general office will be in charge of the Treasur- 
er and Secretary, the Treasurer being responsible for 
the financial records and the Secretary for other duties. 
Each official will confine his authority to such per- 
sons and matters as are assigned to hii anda when he 
wishes the services of an individual in another depart- 
ment, he will make the request of the person in charge 
or it. 

The information desk will be near the reception 
room and entrance, no visitor to be allowed to go 
beyond the desk without permission, The registration 
and students' record office will be in the office near 
the information desk. The Treasurer's office where 
the recording and all financial matters receive attention, 
will be next to the registration office, The office 
of the President and Secretary will adjoin that of the 
Treasurer, 


The office of the Dean will be next to that of the 
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BOOKS USED 


A minute book’ containing a record of the business 
transactions and a general report of each meeting of 
the Board of Trustees, is kept by the Clerk. 

An Executive Board minute book containing a gen- 
eral report of each meeting of the Board, and clear- 
ly defining all transactions as approved by the Ex- 
ecutive Board, is kept by the person serving as their 
Clerk. 

All instructions, including authorization to act 
for the institution, must ve presented in writing by 
the Clerk of the Executive Board, to such person who 
is to represent the institution in the performance of 
any service for which such person is chosen. 

The books for recording the financial transactions 
of the Institution shall consist of a General Journal, 
Cash Journal, Purchases and fxpense Journal, Students’ 
fuition and Charge Journal, General Ledger, Creditors' 
Ledger, and Accounts Receivable Ledger. Registers 
for recording Insurance policies, investments, notes, 
and fixed assets may be used also. 

GENERAL JOURNAL:~ 

The General Journal will be of the four-column 
type; two money columns at the left of the space pro- 
vided to write the names of the accounts and explana- 


tion and two money columns at the right.! 
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@See Appendix page 95 
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All transactions must be explained clearly. 

The columns at the left will be headed; 1. Ac- 
counts Payable, 3. General; the two at the right, 3. Gen- 
eral, 4. Accounts Receivadle. 

In this journal will be recorded all transactions 
for which no special journal is provided, including 
opening, adjusting, closing and reversing entries. 

In addition, a description of important events which 
may or may not include financial transactions should 
be recorded, if no other record book is provided for 


the purpose. 


STUDENTS' CREDITS--NOT CASH ITEMS. 

If a student's account is to be credited for an 
allowance, overcharge, or some other item than cash 
received from the student as part or whole payment 
of tuition, the name of the account receiving the 
value is debited; the amount being placed in column 
@. General, and the student credited, the amount be- 


ing placed in column 4., Accounts Receivable. 


OTHER DEBTORS’ CREDITS--NOT CASH ITEMS, 

Others indeoted to the school and who give an 
item other than cash, ( or if an allowance is made to 
them for items returned to the schcol), if there is 
an individual account for them in the Accounts Re- 


ceivable Ledger, will have an entry made crediting them 
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similar to Students' credits; the proper account be- 


ing deoited. 


OTHER DEBTORS' CREDITS--NOT CASH ITEMS. 

Others indebted to the school and who give an 
item other than cash, and have no individual account 
in the Accounts Receivable Ledger, will have an entry 
made for the transaction as follows: The proper ac - 
count will be debited for the item received, or allowance 
made in column 3. General and the person will be credit- 
ed, the amount being placed in column 3. General. 

Items received, other than cash, from those in- 
debted to the school as students or otherwise and which 
items are considered as expenses or purchases for the 
operation of the institution, will be entered in accord- 
ance to instructions under the Purchases or Expense 


Register. 


CREDITORS! DEBITS. 

If an account is kept for a creditor in the Ac- 
counts Payable Ledger, returned items, allowances, 
overcharges, or items other than cash given to then, 
are to be recorded as follows: The person will be 
debited and the amount placed in column 1. Accounts 
Payable, and the item or allowance credited, the amount 


being entered in column 3. General. 
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When an account for the creditor is not in the 
Accowts Payable Ledger, the entry made for returned 
items, allowances, overcharges, or items other than 
cash given to them, the record will be as follows: 

The person will ve debited and the amount placed in 
column 8. General, and the item credited in column 
3. General, 

Tuition allowed creditors for a school debt, will 

be entered in accordance to instructions under the 


Students’ Charge Book. 


OPEVING ENTRY. ” 

The accounts affected by this entry will be debit- 
ed and credited in the General Journal. The debit 
amounts to be entered in column 2. General ana the 


credit amounts in column 3. General. 


ADJUSTING SNTRIES. 

The accounts affected by these entries will be 
Gevited and credited in the General Journal.’ The 
deovit amounts to be entered in column 38. General and 


the credit amounts in coOlumn 3. General. 


CLOSING ENTRIES.% 
The accounts affected by these entries will be 
debited and credited in the General Journal.?- The 


debit amounts to be entered in column 2. General, and 


1 See Appendix page 95 
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the credit amounts in column 3. General. 


REVERSING EWTRIES.’ 

The accounts affected by these entries will be 
debited and credited in the General Journal.’ The 
debit amounts to be entered in column 32. General, 


ana the credit amounts in column 3. General. 


GENERAL INSTRUCTIONS 

Whenever a special journal is not provided for the 
recording of a transaction, the General Journal is used. 
If a person is debited and he has an account in the 
Accounts Payable Ledger, use column 1. Accounts Payable. 
If a person is debited and he has no account in the 
Accounts Payaodle Ledger, use column 2. General. 

If a person is credited, and he has an account in 
the Accounts Receivable Ledger, use column 4. Accounts 
Receivable. If a person is credited, and he has no 
account in the Accounts Receivable Ledger, use column 


3. General. 


1 Bowman and Percy, "Prin. of Bookkeeping and 
Business." Adv. p. 159. 


&. See Appendix page 95 
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SUMMARY OF COLUMNS AND POSTING. 


Column 1 Column 3 Column 3 Column 4 
Accounts Pay- General General Accounts Rec- 
able, Dr. Dr. Cr. eivable Cr. 
Amounts charg- Amounts Amounts Amounts credited 
ed to creditors charged to credited to to students. 
who have an in- creditors debtors who 
dividual accountwho have no have no acct. Amounts credited 
in the Accts. individual in the Acct. to other debdtors 
Payable Ledger. acct. in the Receivable who have an acct, 
Accts. Pay. Ledger. in the Accounts 
Amounts charge Ledger. Receiveble Ledger. 
ed to vouchers Sundry Items. 


payable, if no Sundry Items 
accts. payable 


ledger. 

Name of Acct. Name of Acct. Name of Acct. Name of Acct. 
Debvited, Debvited. Credited. Credited. 
Footing Debit Footing is Footing is Footing Credited 
to Accts., Pay- not to be post- not to to Accounts Rec- 
able or Voucher ed. be posted. eivable in the 
Payable, in General Ledger. 


General Leager. 


CLOSING THE GENERAL JOURNAL. 

A single line is drawn across the money columns only, 
on that line where is written the last word of the ex- 
planation. Do not rule the line across the space pro- 
vided for the names of the accounts and explanation. 

Double lines are drawn across the money and folio 
columns on the line below the single ruling, leaving the 
space provided for the names of the accounts and explana- 
tion open, 4 


Add the amounts in all columns, placing the figures 


—_—__ Kea eS 


1. See Appendix page 95 
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on the double rulings. The sum of the totals of 
columns 1 and 2, will equal the sum of the totals of 
columns 3 and 4, 

Post the total of column 1, to the Accounts Pay- 
able or Vouchers Payable control account in the General 
Ledger. If an Accounts Payable subsidiary ledger is 
used, the amount will be posted to the Accounts Payable 
control account in the General Ledger. 

Post the amounts in the Ceneral columns separate- 
ly, do not post the totals of those columns--2. Dr. or 
3. Cr. 

Post the total of column 4, Accounts Receivable, 
to the Accounts Receivable account in the General Ledger, 


as a credit. 


POSTING TO THE ACCOUNTS PAYABLE LEDGER, 
Post each item in the Accounts Payable column, 1, to 
the individual accounts in the Accounts Payable Ledger, 


as a debit. 


WARNING, 

Post each item on the line with "A.P.-Name of Account" 
which is enterea in the General column, 3, to the individual 
account as a credit, in the Accounts Payable Ledger. 

This means thet the particular amount has been nost ed 


twice-- first to the controlling account in the General 
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Ledger and also to the individual account in tne Accounts 


Payable Ledger. 


POSTING TO THE ACCOUNTS RECFIVABLE LEDGER. 
Post each item in the Accounts Receivable column, 4., 
to the individual account as a credit, in the Accounts 


Receivavle Ledger. 


WARNING, 

Post each item on the line with "A.R.--Name of Ac- 
count" which is entered in the General column 8., to the 
individual account as a debit in the Accounts Receivable 


Ledger. 


CHARG# SLIPS. 

All items to ce charged to students must be report- 
ed tc the office on a proper charge slip! All charge 
slips will be numbered by the printer, nore are to be 
destroyed, They are to be written in duplicate, the 
original to be sent to the office. 

The letter assigned to a department will precede 
the number of the slip which will have a series of nur- 
bers beginning with 1, for each departwent.>: 

The slip shculd contain the name of the school, 
the date, the name of the department with its assigned 


letter, name of the student written in full and her 


1 See Appendix page 96 
&@ See page 49 
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address, the item to be charged clearly described, and 
the slip should be signed by the student. The director 
of the department for which the charge is made, must 

sign the slip also. The prover official will approve 
the charge before the bookkeeper makes an entry for 

it. The bookkeeper will write entered with her initials 
after the entry is made in the Charge Journal. After 


she has written that on the slip, it will be filed. 


STUDENTS' CHARGE JOURNAL.’ 
All charges for tuition and other services will 
be recorded in the Students' Charge Journal, a columnar 


4 The first column will 


book of at least ten columns. 
contain the total amount of the ticket or slip for 
which the student is to be charged. The second col- 
umn will contain the amount of tuition prepaid; the 
third, the amount of room rent; the fourth, the amount 
charged for meals; the other columns to be used for 
Other items such as laundry, music, etc., which are 
to be charged to the students. The last column is to 
be used for amounts which are infrequent and this 
column will be headed Sundries, 

The space providec for the name of the account, 
whenever a charge is made for a sundry item, will have 
written in it the name of the student, in the usual 


manner, and on the next line below, will be indented 


the name of the account to be credited for the émount 


1 Rittenhouse, “Elements of. Accounts." p. 192. 


1 See Appendix page 97 
@ See Appendix page 97 
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in the sundry column. For example, if a student receives 
gasoline from the garage for her car, the entry will be: 

A Lady Student 

I 2--Casclene. 

The amount will be entered in the first column for A 
Lady Student and in the last column for the value of 
the gasolene. Any items provided to the students, 
for which no special column is allowed for the entry and 
which items are property of the school, will be credit- 
ead in the Sundry column, 

The amount entered in the first column will be 


equal to the sum of the amounts in the other columns. 


RULING, 
To close this Journal at the end of the month, 
draw «a line on the same line on which the last amount 
is written, across the money columns only, and on the 
next line below it, double lines.’ Do not rule lines 
across the space provided for the name of the account. 
Ada the amounts of all the columns and write the 
totals on the douole lines. The addition may be prov- 
ed by cross adding the columns. The first column foot- 


ing will be equal to the sum of the other footings. 


POSTING, 


The accounts of the students in the Accounts Re- 


ceivable Ledger should be debited for each amount in 


1 See Appendix page 97 
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the first cclumn. The names of the accounts indented 
in the space for the name of the account, will be credit- 


ed for the amount in the General Ledger./ 


WARNING, 

If the amount in the sundry column is posted toa 
controlling account in the General Ledger, be sure to 
post a like amount to the proper account in the Sub- 
sidiary Ledger, 

The footings of the remaining columns will be 


credited to the proper accounts in the General Ledger. 


REQUISITIONS. ~ 

Requisitions are to de written in duplicate and 
the original sent to the office where it must be ap- 
proved before an order is written.2 The requisition 
will contain the department name and number, date, name 
of firm from whom item is to be purchased, date article 
should be delivered, and a clear description of the 
article, It must be signed by the person wishing 
for the article and approved by the director of the 


particular department. 


ornpEas,” 
The orders are to be written after the requisitions 
are properly signed and approved by the proper official 


in the office.* 


1 See Appendix page I08 
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The orders will be numbered by the printer, none are to 

be destroyed, and all orders are to be written in duplicate. 
The orders will contain the name of the school, the 

date, name of vendor and his address, when delivery is 

to be made, how to ship, terms, and a clear description 

of the items ordered, The name of the department with 

the requisition number must also appear on the order. 

The person who wrote the order will sign it. The 

person in the office who approved the requisition should 


approve the order also. 


RECEIVING SLIP.’ 

When the articles ordered are received, the proper 
person will immediately check his duplicate requisition, 
if the quality and quantity are as ordered. He will 
then send a signed received slip to the office, describ- 
ing the articles received, date received and the con- 
dition of the articles. This slip will have written 
on it the number of the requisition to which the items 


apply. / 


INVOICES.” 

When the invoices are received, they will be check- 
ead concerning quality and quantity as described on the 
received slip? this in turn being compared with the 
order. The prices will be verified by the proper 

See Appendix page 9&8 


See Appendix page 98 
2. Montgomery, “Auditing Theory and Practice." p. 337, 
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official in the office who by proper notation will author- 
ize the bookkeeper to prepare a Voucher Jacket, recheck 
the extensions and total of the inveice, and record 

the Voucher Jacket in the Purchases and Expense Register. 
The bookkeeper will write her initials on the proper 

part of the invoice for the checking of the amounts 


and the preparation of the Woucher Jacket. 


VOUCHER JACKET. 

All payments are to be made by check, other than 
minor items which will be paid in currency from the 
Imprest Fund. Checks will be issued only upon pres- 
entation of a Voucher Jacket ‘approved by the Treasurer 
and one other responsible person, Arrangement should 
be made with vendors to allow a discount on all bills 
paid five days after the last day of each week when 
invoice is dated. This will make it unnecessary for 
the Treasurer to sign checks at times when it is in- 
convenient for him, but will enable him to sign all 
checks for vendors on Thursday of cach week. 

The Voucher Jacket will be prepared by the bcok- 
keeper who will attach the invoices to it and these 
papers will remain attached until the Treasurer writes 
a check, 

The Voucher Jacket will have on it, the name of the 


school, the number, date, name and address cof the ven- 


1. Bowman and Percy, "Prin. of Bookkeeping and 
Business", pn. 300. 
1 See Appendix page 99 
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dor, terms, when due, and a description of the invoice, 

On the back of the Voucher Jacket‘ will be written the name 
of the vendor, date of bill, amount, discount allowed, 
amount cf check, check number, number of voucher, and 

date paid. The distribution of the amount of the Vouch- 
er Jacket will be written also on the back of the Voucher 
Jacket, that is, the department and the account of the 
department to be charged. 

Voucher Jackets will be prepared weekly and in- 
clude all invoices issued from any one vendor, during 
that week. For example, if one purchase is made every 
day during the week from a certain vendor, the invoices 
are filed when received and then at the end of the week, 
are listed and distributed on one Voucher Jacket. When 
the Voucher Jacket is completed as to the listing of 
the invoices and the distribution of the amount on the 
back of it, it is recorded in the Purchases or Expense 


Register. 


PURCHASES OR EXPENSE REGISTER? 

This register is for the recording of all Voucher 
Jackets which contain the information stated above. 
The record will consist of the date of entry, name of 
the account payable, the Voucher Jacket number, the 
total amount of the Voucher Jacket, date of payment, 


followed by a sufficient numvoer of columns to provide 


6. Bowman and Percy, "Prin. of Bookkeeping and 
+ c “ " 
1 See kppengP? ‘pages SEB she 
®@ See Appendix page 100 
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for the different departments, the last column will pro- 
vide for sundry items. 

The department columns will be heeded by the letter 
assigned for the department ana its name, i. e., 


A B 
Gensral Administrative Buildings and Grounds, etc. 


The accounts provided for the sub-divisions of 
the departments are numbered and the number is placed 
at the left of the amount or amounts distributed as 


follows: 


1934: Name of >No, Of : Total : When: A : B 
Jan.:Account -Voucher : Amount : Paid :Gen. Adm.:Bld. 4&@ds 


-——— 


1 John Hollis 1 300.- Jan.ll 14-150 14-150 


The example given above is an entry for the payment 
of insurance. The total bill being for $300.-; #150.- 
applicable to General. Administrative, and $150.- to 
Buildings and Grounds. 

The sum of the amounts in the department and sundry 
columns, will equal the amount entered in the total 
amount column, 

When an item is entered forwhich no department cocl- 
umn is provided, the name of the account and the amount 
is recorded in the space provided for Sundry items. 

Credit Memoranda’ for allowances or returns will 
be entered in the proper columns with red ink, and if 
an Accounts Payable Ledger is kept, the proper account 


will be debited, The credit memorandums must be filed 


1. Kester, "Accounting Theory and Practice." p. 168. 
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with the unpaid bills due the vendor, so that a proper 
deduction may be made when the next Voucher Jacket is pre- 
pared, on the back of the Jacket. In the "When Paid" 
column, write the date of check when payment is made 

and also "Cr. Mem.--Date". That will indicate that 

the amount of the Voucher Jacket was paid partly by 


check and the balance a credit. 


RULINGS, 

At the end of the month, a line is drawn across 
all money columns on the line on which the last amount 
is written. Double lines are drawn on the next line 
below, across all money columns and also from the left 
hand edge of the page to the Name of Account space ./ 

The columns will be totaleauand may be checkea 
by adding the footings of the department and sundry 
columns which should equal the footing of the amount 


column, 


POSTING, 

Vouchers Payable or Accounts Payable account in 
the General Ledger will have posted to it, the total 
of the amount column as a credit. The totals of the 
department columns will be postea as debits to the 
proper department accounts in the General Ledger. The 


Sundry column items will be posted separately, by debit- 


1 See Appendix page 100 
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27 
ing the account named in the Sundry Items space. 


ACCOUNTS PAYABLE LEDGER. ‘ 

It may be desirable not to use an Accounts Payable 
Ledger, because the Purchases and Expense Register will 
contain the names of all creditors and the amounts due 
to them, and when payment is made, the date of payment! 
written in the proper column of that book will indicate 
the settlement of indebtedness. The sum of the items 
having no payment date entered on the line provided 
for the name of the vendor, will enable the bookkeeper 
to report the amount of Accounts or Vouchers Payable. 

A schedule of these unpaid items with the names and 
amounts must be prepared at the end of each month, when 
the trial balance is taken. The total of the unpaia 
items should agree with the balance of the Vouchers Pay- 
able control account in the General Ledger. 

Wany times a Voucher Jacket includes more than 
one invoice from the same vendor and for that reason, 
it may be desirable to have an Accounts Payable Leager, 
in which will be recorded the individual invoices from 
each vendor, 

If no Accounts Payable Ledger is used, the control- 
ling account for dealing with vendors, in the General 
Ledger should be named Vouchers Payable and after the 


Voucher Jacket is recorded in the Purchase or Expense 


Register, the item will be called thereafter, a Voucher 
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Payable rather than an Account Payable. 


EXPENSE DISTRIBUTION BOOK.’ 

One page having several columns will be used for 
each department, for the purpose of distributing the 
items in the various columns in the Purchases or 
Expense Register. 

Rach department column of each page in the Pur- 
chasee or Expense Register will be analyzed and the 
total of similar items under each department will be 
entered in the proper sub-division columns in the Dis- 
tribution Book. One line in the Distribution Book 
will have written on it the several totals from each 
page in the Purchase or Expense Register. If ten 
pages are used in the Purchases or Expense Register 
to record the purchases for the month, ten lines will 
be used for the recapitulation on each page alloted in 
the Distribution Book, for the different departments. 

A space will be provided for the date, the Purchase 
‘or Expense Register page number, Total amount, and a 
column for each Sub-Department account. 

The page will have placed at the top, the letter 
and name of each department ana over every sub-title 
will be written its proper number 7 
The first column will have entered in it, the 


total of the proper Department column in t!.e Purchases 


or Expense Register, and that amount will be distributed 
1. Bowman and Percy, "Bates of Rock keeping ene 
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to the proper columns headed with the Sub-Account names. 

Example: If the total of the General and Admin- 
istrative column on page one of the Register were #600.- 
and the amount consisted of 2--$100.-being entered twice; 
3--#100.- being entered once; 4--#50.- being entered 
twice, the Distribution Book entry would be; 


A--General Administrative 


Register: Total : b : 3 : 4 : 

Page : : Office Sup.: Printing : Business Service: 
1 $600.- #200.- *300.- $100.- 

RULING. 


At the end of the month, a single line is drawn on 
the line on which is written the last amount, across all 
the money columns. Double lines are drawn on the next 
line below, across all money columns and from the left- 
hand side of the page to the space allowed for the name 


Z 


of book and page number. The total of the first column 


will be equal to the sum of the others. 


POSTING. 

The total of the first column is posted to the 
Ledger Balance Account in the Expense Ledger on the 
first or last page of the Ledger, as a credit. The 
footings of all other columns are posted to the proper 
expense accounts in the Expense Ledger, as debits. 
Each account in the Pape rapeeesiee has its number written 


above the title, e. g., Printing. 
a a a ae 


1 See Avrendix page 101 
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CASH RECEIPTS JOURNAL.’ 

The amount of all cash items, currency, checks, 
bank drafts, stamps, P. O. Money Orders, Express Money 
Orders, credits allowed by the bank, or items which 
the bank will accept and give credit for, will be 
entered in this book.’ All items received and enter- 
ea in this Journal must be deposited in the bank, 
Whenever notes are discounted at the bank for the 
purpose of securing money for current expenses, the 
face of the note, the amount of credit allowed for 
an interest-bearing note, and the amount charged by 
the bank for discounting a non-interest bearing note 
will be recorded,in this Journal. The notes discount- 
ed may be those of the Institution known as Notes Pay- 
able, or notes of others known as Notes Receivable. 

At times, when there is an abundance of cash on hand 
and securities are purchased as a temporary investment, 
a special account should be kept for such items. 

This Current Investment account to be debited when the 
securities are purchased and credited when the cash is 
received for the sale of them, 

It is desirable, whenever possible, to arrange with 
the bank for permission to over draw on the firm's account 
for which overarafts the bank will charge interest. 
This is advantagebus because it makes it unnecessary to 


borrow more than what is required for immediate needs, 


i ee ee ee A 
1 See Appendix page 102 
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A space will be provided for the date, the name 
of the account from which the cash was received, explanation, 
ledger folios, Accounts Receivable, General, Interest 
and Divicends, Discount, and Net Receipts columns. 

All charges forwervices or any item the students 
or others receive, will be reported on a charge slip, 
whether paid for in cash at once, or to be treated as 
a charge. The slip will be recorded properly in the 
Students' Charge Journal. 

Therefore, all cash received for services or other 
items sold, the record of sale being on the Students' 
Charge Journal, will be treated as an Accounts Receivable 
and when paid for, the amount will be written in the 
Accounts Receivable column. 

The amount of cash received for items not charged 
to a person in the Students' Charge Journal, will be 
entered in the General column. 

The amount of cash received for interest on se- 
curities or dividends on stock, will be entered in the 
column headed Interest and Dividends, 

Whenever an allowance is made at the time cash is 
received, the amount is to be entered in the Discount 
column, If the item is an allowance for services not 
rendered by the school and which was previously charged, 
in the Students' Charge Journal, such amounts should be 


totaleu at the end of the month and the proper income 
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account debited, the balance of the Discount column 
will be posted as a debit to the Discount account in 
the General Ledger. 

The last column will contain the actual amount of 
cash received and every cent must be deposited in the 
bank, 

At the end of every day a report must be present- 
ed to the Treasurer, showing the balance of cash at the 
end of the previous day, the cash receipts for the day, 
and the cash payments. It should contain also a list 


of the items which go to make up the balance, 


CASH REPORT 
JANUARY 1, 1935 
Balance, December 31, 1934 $20000.- 
Add=- Receipts for Jan. 1, 1935 5000,.- 


Total #25000.- 
Less- Payments for Januaryl,1935 6000,- 
Balance, January 1, 1935 $19000.- 


ANALYSIS OF CASH ITEMS 


Bills $ 300i- 
Silver 100.- 
Checks 400.- 
In Bank, per Check Book 18800.- 


Total #19000.-— 
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The balance of the cash books should be written 
in short of the money columns in the Cash Receipts 
Journal, under and touching the line on which the 


last entry for the day was made. 


RULING, 

At the end of the month, draw a line across the 
money columns only, on the line on which the last amount 
was written, Draw double lines on the next line below, 
across all money columns and from the left-hand edge 
of the page to the space provided for the name of the 
account and explanation. / 

Write the total of each column on the double lines, 
The sum of the totals of the Discount and Net columns 
will equal the sum of the other columns, 

Analyze the Discount column, if it contains items 
other than cash discount and write the different totals 
for the items in the Discount column, under the double 


rulings. 


POSTING. 

Post each item separately that is entered in the 
Accounts Receivable column, to the proper account in 
the Accounts Receivable ledger, as a credit. 

Post each item separately that is entered in the 


General column, to the proper account in the General 


eee eee 


1 See Appendix page 102 
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Ledger, as a credit. 


WARNING, 

If an item in the General column is received from 
a creditor for overpayment or otherwise, the space for 
the name of the account will contain"A. P.--Name", if 
an Accounts Payable Ledger is used. In such a case, 
ve sure to post the amount first to the person's account 
in the Accounts Payable Ledger and also to the controll- 
ing account in the General Ledger. If no Accounts Pay- 
able Leager is used, the item will be recorded as a 
Voucher Payable item and be posted to the controlling 
account only. 

Post the total of the Interest and Dividend column 
as a credit to the Interest and Dividend account in the 
General Ledger, 

After the Discount column has been analyzed, post 
the total to the Discount account in the General Ledger 
for such an amount as is discount, as a deoit, and 
agebit such other accounts for the totals which apply 
to them, 

The total of the Accounts Receivable column will 
be posted to the credit side of the Accounts Receivable 
account in the General Ledger. 

The total of the General column is not posted. 

The total of the Net Receipts column is posted as 


a debit to the Cash account in the General Ledger. 
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WARNING, 

Be sure the total of the Net Receipts does not in- 
clude the balance as of the beginning of the month, as 
that balance is already in the ledger account. 

At the end of the month's work, in the Cash Re- 
ceipts Journal, a reconciliation of the balance of the 
cash in the office and the Check Book balance with the 
valance as shown by the Cash Journals , should be prepared, 
i. e., the balance as shown in the Cash Journal at the 
beginning of the month plus the receipts for the month 
minus the payments for the month. This statement should 


be prepared and presented to the Treasurer, 


CASH PAYMENTS JOURNAL.’ 

Cash payments will be made by check and no check 
will be issued without a Voucher Jacket properly approv- 
ed, stating the amount of the check to be issued. 

Checks of the voucher type are to be signed by an 
officer of the institution as well as by the Treasurer. 

All checks are to be numbered by the printer and 
none are to be destroyed, 

Petty cash payments will be provided for by an 
Imprest Fund. 

The Cash “ayments dournar’ wid? have a space provided 
for the Date, Name of the Account, (Folio column, if 
an Accounts Payable Ledger is used); columns for Check 

1, Bowman and Percy, "BagtneSs, ROCKERS ine 458. 
. 1 See Appendix page 103 


6. Bowman and Percy, "Prin. of Bookkeeping and 
Business." Adv. p. 308. 
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Number, Amount of Voucher Payable, Cash Discount on 
Purchases, and Net Payments, 

Three columns following the Net Payments 0 6F ent A! 
will be used for the bank record. The first column 
for Deposits, the second for Checks drawn, and the 
third for the Balance, 

All charges by the bank on the Bank Statement, 
Should have a Voucher Jacket made for them, a check 
should ve issued and the signature cancelled, as the 
check will not be sent to the bank, Write on the 
check, the items paia for, referring to the particu- 
lar bank statement. The Voucher Jacket will be record- 
ed in the Purchase and Expense Register and the amount 
of the check entered in the Cash Payments Journal. 

Entries are to be made in the Cash Payments Jour- 
nal from the checks, on which will be written the date, 
voucher number, name of vendor, total amount due, the 
amount of discount, and the net amount of the check. 

The total will be entered in the first column, the 
discount in the second, and the net amount in the third 


column, 


RULING, 
Draw a line across all the money columns on the 
line on which the last amount is written, and on the 


next line below, double lines will be drawn.! 


1 See Appendix page 103 
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Add all the columns and write the footings on the 
double lines, The sum of the second ana third columns 
will equal the first, and the sum of the fifth and the 


last item in the sixth will equal the fourth. 


POSTING, 

Post the footing of the first column to the Debdit 
side of the Accounts Payable or Voucher Payable account 
in the General Ledger. If an Accounts Payable Ledger 
is used, post the items in the first column separately 
to the proper account in that ledger, on the Debit side, 

The total of the second column, headed Cash Dis- 
count on Purchases, will be posted to the credit side 
of that account in the General Ledger. 

The total of the Net Payments column will be posted 
to the credit side of the Cash account in the General 


Ledger. 
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RECONCILIATION OF CASH BOOK BALANCE 
CASH IN OFFICE oie CHECK BOOK BALANCE 
DECEMBER 31, 1934. 
Balance per Cash Journal, Dec. 1, 1934 $#10000.- 


Add--Cash items received during 


the month of December, 1934 25000.- 
Total # 35000.- 
Less--Cash Payments 16000.- 
Balance per Cash Journal, Decemoer 31, 1934. $19000.- 

PROOF. 

Cash items in office 800.- 

Check Book Balance 163800.- 
Total Cash in Office and True Bank Balance #19000.- 


/ 
The Bank Statement must be verified promptly, and 
a reconciliation of it to the Check Book Balance, written 


in the Check Book or in the Cash Journal, 


BANK AND CHECK BOOK RECONCILIATION 
DECEMBER 31, 1934. 


Balance per Bank Statement $10000.- 
Add--Deposits not entered by bank 9000.- 
Total $19000.- 
Less-- Checks Outstanding: 
No, 1260 #100.— 
1370 300.- 
1293 250.- 
1299 250 e- 
Total checks outstanding 600.- 
True Check Book Balance #18300.- 


1. Bowman and Perc "Prin. of Bookkeeping and 
4 ; Ys Business.” Adv. Ds Lt as 
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IMPREST FUND BOOK.’ 

The petty cash payments will be recorded in a col- 
umnar book/with a space provided for the cate, name of 
person paid and the name of the account for which payment 
is made. The first column will be used for entering 
the amount of the check issued for the Imprest Fund. 
This check is to be issued after a Voucher Jacket has 
been completed properly. 

The person in charge of the petty cash payments 
will take the check to the bank and receive currency 
for it and that currency will be kept separate from 
other cash. 

The second column will be used for recording the 
total amount on each petty cash slip signed by the 
payee, the columns following will have headings for 
items necessitating frequent payments, ana the last 
column will be for sundry items that have no special 
column provided for them. The names of these accounts 
will be written immediately after the name of the payee 


in the space provided. 


RXAMPLE: 
Date: :Imprest :Amt. : Express:Post : \ 
1934: Name of Acct. :Fund :Paid : Freight:age Sundry. 


Jan.1 Check No, 50-Cash 100.- 
1 Johr Hall Express 10,- 10.- 
@ John Lee Fur. Rep. 5.- De~ 


BL Sei et ee eG 
1. Bowman and Percy, “Prin. of Bookkeeping and 
Business." Adv. 269, 
1 See Appendix page 104 
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PETTY CASH SLIPS. 

For the payment of petty cash items, a slip‘is to 
be prepared by the one making payment. It will have 
written on it, The date, name of school, description 
of the item paid for, the amount, ana the name of the 
payee, 

These slips will be kept in the drawer with the 
petty cash until the fund requires replenishing, at 
which time the slips will be analyzea ona paper/a 
Voucher Jacket prepared and registered in the Purchases 
or Expense Register. The Voucher Jacket, together with 
the analysis sheet and petty cash slins will be pre- 
sented to the Treasurer who will issue a check for the 
total amount of signed petty cash vouchers approved. 
The petty cash vouchers must be marked or punched in 
such a manner as to make them useiess for future re- 
imbursements. 

If the Imprest Fund requires replenishing dur- 
ing the month, the Imprest Fund Bock will be closed as 
follows: The balance of cash on hand will be written 
in the second column, a single line will be drawn on 
the line on which the amount of the balance is written, 
across all the money columns, and double:ilines on the 
next line pelow. The totals of all money columns 
Will be written on the double lines, The addition 


may oe proved vy the sum of all footings following 
1. Montgomery, "Auditing Theory and Practice." p 
6. Bowman and Percy, “Prin. of / Bookkeeping and 
Business." -Adv. p.»313. 
1 See Apbrendix page 105 
2 See Appendix page 105 
3 See Appendix page 104 
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the second column which will equal the footing of the 
second column minus the balance. When the double rulings 
are made, the balance written above them, should be en- 
tered on the line following the double lines and the 
amount placed in the first column. 

Ar analysis sheet’will be prepared on which will 
be distributed the names of the accounts for which 
payments were made and the total applying to them. 
This sheet with the signed vouchers will then be given 
to the bookkeeper who will prepare a Voucher Jacket with 
the proper distribution and the total amount. When 
properly approved, the Treasurer will issue a check 
to be converted into currency and the Imprest Fund will 
then exhibit an amount equal to the first check issued, 
afterjthe amount has been entered in the Imprest Fund 
Book, 

This book must be voalanced and analyzed at the 
end of every month whether the Fund requires replenish- 
ing or not. At that time, the Treasurer will issue 


a check in the usual manner. 


BANKING FOR STUDENTS, 

If students deposit money with the privilege of 
withdrawing it on demand, a set of books should be 
provided for the recording of such transactions. 

The cash received from the students should be 


deposited in a special account and some responsible 
. Rittenhouse, "Elements of Accounts." p. 188. 
1 See Aprendix page 105 
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person be appointed as trustee or agent, such person 
being bonded, if the amount held is of a considerable 
amount. 

A cash bock and a set of ledger cards will be 
sufficient to record those items, 

A signature card‘on which is written the name of 
the school, the date, name and address of the student, 
and the name and address of the parent or guardian 
is to be prepared by the student, before a pass book 
is issued. The student must sign the card and it 
must be signed by the parent or guardian for aprroval. 

There should be printed above the signatures. " 
"The undersigned, in consideration of the service 
given us, donate to the -----Fund, the ovalance remain- 
ing on deposit for this account five years from the 
date on which this account is opened," 

The number of the account will be written on 
the card. 

When the student makes a deposit, a deposit slip” 
on which is written the account number, the date, 
item deposited in words and figures, will be prepared 
by the student who will present the slip with the 
amount to be deposited, 

A three-column pass Oa the name of the 
School, the account numoer, the name and address of 


the student, will be given to her when she makes the 


a. Rittenhouse, "Elements of Accounts. p. ; 
: 4 < ? Dp. 193. 
1 See Appendix page 107 
& See Appendix page 107 
3 See Appendix page 108 
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first deposit. 

A space will be provided for the date, nature of 
deposit, (currency or check), initials of the person 
receiving the money, and the amount will be placed in 
the first column; the same amount Which at that tine 
will be the balance, will also be entered in the third 
cclumn. 

When a student withdraws cash, a slip’ must be pre- 
pared containing the date, the account number, the 
amount in words and figures, the purpose for making 
the withdrawal, and the signature of the student. 

The amount withdrawn will be entered in the second 
column, and the balance at that time placed in the 
third column. 

If the withdrawal slip is for a large amount, 
or if the student makes a practice of witharawing money 
frequently, the cashier should inform the advisor of the 
Student, who should discourage the careless use of 
money, if it is discovered the student is extravagant. 

It will be printed on the pass books, that all 
pass ocoks must ve left in the school office on the 
first school day of each month for the purpose of 
verifying the balance. Wo withdrawals will be allow- 
ed after the first of each month, until the balance 
is verified; twenty-four hours being allowed for the 


purpose of verification. All pass books are to be left 


1. Rittenhouse, "Elements of Accounts." p. 191. 
1 See Appendix page 107 
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in the school office at the end of the school year. 
Duplicate pass books to replace those lost, will te 
issued for the sum of two dollars each. 

The office clerk will stamp verified on a line 
with the balance as of the last day of the preceding 
month, if the balance is in agreement with the balance 
as exhibited on the ledger card. If the balance does 
not agree, all transactions are to be verified by us- 
ing the deposit and withdrawal slips, and the error 


located, 
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Duplicate pass books will have the word "Duplicate" 


written on them in a conspicuous place, Before a 
duplicate book is issued, a signed slip by the 
student should ve worded thus, "In consideration of 
the issue of a Duplicate Pass Book with a balance of 
--~--- dollars, all rights and claims of the original 
pass book bearing this account number, are assigned 
to » Trustee, 

The ledger card must be marked conspicuously, 
"Duplicate issued," A list of account numbers and 
names should be available for quick reference, for 
lost pass books, so that they may be taken, if pre- 
sented, and kept by the Trustee. 

The Cash Bock having two columns will be used 
for the recording of the cash received and paid. 


It will contain a space for the date, the name of the 
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student, number of pass book, number of deposit slip, 
and the amount deposited, on the left-hand page. 

The right-hand page will provide for the follow- 
ing : date, name of the student, number of pass book, 
number of withdrawal ticket and the amount. 

A report will be made to the Treasurer every day, 
exhibiting the balance of cash at the beginning of 
the day, the total deposits, the total withdrawals, and 
the balance at the end of the day, also the amount 
of cash in the office and in the bank, which belongs 
to the students. At the end of every week, the 
bank pass book of the Trustee should be presented to 
the Treasurer with the daily report presented on 
that same day, and the Treasurer should verify the 
amount cf cash in the office and not deposited at 
that time, 

The Cash Bock should be balanced at the 
end of each week and the balances of the ledger cards 
listed, so that it may be determined whether the cash 
book balance ana the sum of the ledger card balances 


are in agreement. 


LEDGER CARDS. 4 
The Ledger Cards for the students' bank accounts 
Will have written on them, the number of the account, 


the date the account is opened, the student's name and 
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address, and the name and address of the parent or 
guardian. 

From the deposit slip, will ce entered on the 
credit side, the date of deposit, the kind of deposit, 
ticket number, and the amount. 

The withdrawal slip will be used to record the 
debits and the date, number of the withdrawal slip and 
the amount will be recorded, 

The balance of each account will be entered 
at the end of each week in short of the money col- 
umn, on the credit side of the card, The balances 
will be listed at that time and the total compared 
with the Cash Book balance, 

The student's adviscr should examine the cards 
during each month and have a conference with those 
students who withcraw what seem to be excessive a- 
mounts. The conference should be of such 4 nature 
as will not encourage the students to withdraw their 
funds and deposit them in some outside bank. 

If the Trustee of the students' cash has insuffi- 
cient funds in the office to meet withdrawals, he 
may give-a receipt for cash borrowed from the school 
cashier and at a later time return the amount to the 
school cashier, The receipt will be considered as a 
cash item while it is in the school cash drawer, but 


must be reported at the end of the day on the cash 
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report as a Receipt for Cash Loaned to Trustee. 


GENERAL LEDGER, / 
The General Ledger ‘will be a bound book and will 
contain the following accounts: 
100 Current Assets 
101 Cash in Banks 
102 Store Fund 
103 Students' Accounts Receivable, Past 
104 Students' Accounts Receivable, Current 
105 Sundry Accounts Receivable 
106 Notes Receivable 
107 Reserve for Bad Debts 
108 Inventory of Books 
10S Inventory of Stationery 


110 Sundry Inventories 


800 Fixed Assets 

201 Land Develcped 
202 Land Undeveloped 
203 Building 


204 General Equipment 


300 Other Assets 
301 Cash in Savings Banks 
3028 Securities 


400 Deferred Charges 


TT RFK ——————— 


1 See Appendix page 108 
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401 Insurance Prepaia 
402 Scholarships 
403 Exchange for Cash 


600 Current Liabilities 

601 Accounts Payable 

650 Taxes Accrued 

651 Interest Accrued on Mcrtgace Payable 


652 Interest Accrued on Debentures 


700 Fixed Liabilities 
701 Mortgages Payable 
702 Debenture Bonds 


600 Deferred Credits 


801 Uneaw nea Tuition 


S00 Net Worth 
901 Funds for Endowments 
902 Capital 


903 Accumulated Profits 


1001 Income and Expenses 


1002 Loss and Gain 


Z Income 
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Tuition---Senior School 
Tuition---dJunior School 


Sundries 


General Administrative 
Pay Roll 

Office Supplies 
Printing 

Business Service 
Telephone and Telegraph 
Postage 

Donations and Gifts 
Travel 

Interest on Mortgages 


Interest on Devdventures 


Interest on General Mortgage Bonds 


Interest on Bank Loans 
Liability Insurance 
Fire Insurance 

Life Insurance 


Sundry 


Buildings ana Grounds 
Pay Roll 
Lumber 


Hardware 
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Electricians 
Paint 
Plumbing 
Wall Paper 
Masonry 
Tools 


Roofs 


Gardens, Lawns, and Walks 


Tennis Courts 
Stables 

Fire Insurance 
Taxes 

New Work 


Sundry 


Heat, Light and Power 
Pay Roll 

Hard Coal 

Soft Coal 
Repairs--Main 
Repairs--Woodland 
Repairs--Houses 

Gas 


Electricity--Lamps 


Oil, Waste, and Grease 


Coke 


C1l Tools 


50 


sastoiatoela PG 
toist + 4G 
yatdoe iS ya 

reqs? ils? va 

Yai noes 36 

sfooT Ce 

atooh Oa 

eiis® bas .scwsd ,emebrsd [1¢ 
avruod stanet S818 
esidss? gfe 
soustuenl exrt® fe 
SSxeT ere. 

{rok wet 3f8 


Vibose . Tig 


[20D 3108  €0 

otav--~et Leqer ye) 

wil udoW ~-ertsqer @9 
asevot~--aerlsaqe 80 
3a bee 

etnsl-—yw batt oela $9 


“" 


- 
. Le“ 


S638 bas ,otes®qyiid oo 
siod. OL0 


afoot £19 


C12 


£3 


E10 
£11 
Ela 


Sunary 


Lormitory 

Pay Roll 

Floor Covering 

Curtains and Shades 

Towels, Linens, and Supplies 
Mattresses, Quilts, and Blankets 
Paper, Soaps, Etc. 

Cleaning Tools 

Repairs to Furniture 

New Furniture 


Sundry 


Educational 

Pay Roll 

Printing 
Advertising 

Liorary 

Teachers' Supplies 
Lectures 

School Publications 
Repairs to Equipment 
New Equipment 

Fire Insurance 
Practice Kitchen 


Athletic Expense 
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Athletic Supplies 
Music 

Sewing 

Entertainments 

Riding 

Doctors and Nurses 
Nurses' Supplies 
Chemistry 
Commencement #xpenses 


Sunary 


Schcol Store 
Pay Roll 

Text Books 
School Supplies 
Candy 

Foods 

Jewelry 
Writing Paper 
Decorations 


Souvenirs 


F10 Studio Supplies 


Fll 
F123 
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Gl 


Notions 


Sundry 


Commissary 


Pay Roll 
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Provisions 
Supplies 
Small Wares 
Ice 

Repairs 
Paper Goods 
Silver 
Dishes 
Linen 


Sunary 


Laundry 

Pay Roll 
Supplies 
Repairs 
Equipment 
Outside 
Damages 

Summer Laundry 


Sundry 


Garage 
Pay Roll 
Gasolene 
Tires 


Repairs--Parts 


Oil, Waste, and Grease 
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Ié Tools 

Wy J Insurance 
IS Alcohol 
I9 Sundry 


J Employees! Goods 

Jl General Administrative 
Ja Buildings and Grounds 

J3 Heat, Light, and Power 
J4 Dormitory 

J5 Educational 

J6 Store 

J7 Commissary 


J8 Laundry 


JQ Gare ge 
J10 Sundry 
Y Sundry Incomes 


m 


Sundry f&xpenses 


The number of pages to be allowed for the accounts 
is as follows: 
3 pages for each account in the 100 series 
3 pages for each account in the 800 series 


3 pages for each account in the 300 series 
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pages for each account in the 400 series 
pages for each account in the 500 series 
pages for each account in the 600 series 
page for each account in the 700 series 
pages for each account in the 800 series 
pages for each account in the 900 series 
pages for each account in the 1000 series 
pages for each account in the Z series 
pages for Controlling account A 

pages for controlling account 
pages for controlling account 
pages for controlling account 
pages for controlling account 
pages for controlling account 


pages for controlling account 
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pages for controlling account 
pages for controlling account I 
pages for controlling account J 


pages for each sundry income account 
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pages for each sundry expense account. 


CONTROLLING ACCOUNTS.’ 

The controlling accounts for Accounts Receivable, 
Accounts Payable, and the different Expense control- 
ling accounts, should be examined carefully, before 


a Trial Balance is taken. There are usually itens 


1. Kester, "Accowmting Theory and Practice." p. 878, 
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other than the footings of the columnar books, which 


must be posted to these accounts, and one should be 


sure those individual items are posted. Therefore, 


when an amount is posted from the General column of 


any book of original entry to an account in the Sub- 


sidiary Ledger, be sure the same amount is posted to 


the Controlling Account. 


The function of the Controlling Accounts follow: 


ACCOUNTS RECEIVABLE 7” 


Dr. 


The total footing in the 


first column of the Students’ 


Charge Journal. 


Individual items in the 


General Columns of the follow- 


ing books: 
General Journal 
Purchases and Expense 


Register. 


Cr. 

The total of the first 
column of the Cash Re- 
ceipts Journal. 

Individual items in the 
General Columns of the 
following books: 

Total of the Accounts 
Receivable Column in 


the General Journal. 


The balance of this account will be the amount 


due from debtors and is a Current Asset, in the 


Balance Sheet, 


The total of the schedule of the balances of 


the accounts in the Accounts Receivable Ledger should 


be in agreement with the balance of the Accounts Re- 


ceivable account in the General Ledger. 


a 


1. Bowman and Percy, 


Business." 
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VOUCHERS PAYABLE’ 
or. Cr. 
Total of the first column Total of the first 


of the Cash Payments Journal. money column in the Pur- 


Total of the Vouchers or chases and Expense Regis- 
Accounts Payable column of ter. 
the General Journal. Individual items from 


the General column in the 
General Journal. 
Individual items from 
the General column in 
the Cash Receipts Journal. 
The balance of this account will be the amount 
due creditors, and should agree with the total of 


unpaid items in the Purchases anda Charge Register. 


EXPEWNS# CONTROL ACCOUNTS 
Dr. Cz. 
The total of the prorer Individual amounts 
Expense column in the Pau- from the General columns 


chases and Expense Register. of the following books: 


Individual items in the Generel Journal 
General column in the Gen- Cash Receipts Journal 
erél Journal Students' Charge Journal. 


The balance of each Expense controlling account 


will show the total of that particular expense, and 


1. Bowman and Percy, "Prin. of Bookkeeping and 
Business." Adv. ‘p. 308. 
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will agree with the total of the Schedule of the ex- 
pense accounts under the proper title in the Expense 
Ledger. 

The General Ledger will have in it, ten expense 


7 


controlling accounts, from A to J inclusive, The 
Subsidiary Expense Ledger will have in it, the spe- 


cific expense accounts. 


SUBSIDIARY LEDGERS, 

ACCOUNTS RECEIVABLE LEDGER,’ 

This will be a lcose-leaf ledger’ with the 
accounts arranged alphabetically. The individual 
amounts are to be posted to each account from all 
the journals. 

Look for individual items of Atcounts Receivable 
in the debit General column of the General Journal. 

Be sure to post any Accounts Receivable items 
which may appear in the Purchases or Expense Regis- 
ter. 

Be sure to post to this Ledger, the individual 
amounts when a journal entry is made which affects 
the centrolling account. 

Prepare a schedule of the balances of the ac- 
counts at the end of the month. The total should 


agree with the balance of the controlling account. 


ACCOUNTS PAYABLE LEDGER. 

Rittenhouse, enents o ccounts. P. P 

2. Bowman and Percy, "Prin. of Bookkeeping anda Susiness.” 
1 See Appendix page 109 Bis. Wie 
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ACCOUNTS PAYABLE LEDGER. 

If this book is used, it will be a loose-leaf 
ledger with the accounts arranged alphabetically. 

The individual amounts will be posted to each ac- 
count from the journals, including the Purchases and 
Expense Register. 

Examine the Cash Receipts Journal, for individual 
items in the General column. 

The General Journal may have individual accounts 
payable items in the General column. 

Be sure to post to this Ledger, the individual 
amounts when a journal entry is made which affects 
the controlling account. 

Prepare a schedule of the balances of the ac- 
counts at the end of the month. The total should 
agree with the balance of the controlling account, 


in the General Ledger. 


EXPENSE LEDGER. 

The Expense Ledger will contain all the accounts 
having to do with the different departments from A to 
J inclusive./ 

This book may be a loose-leaf ledger and the ac- 
counts under each department be on pages headed with 
the name of the department, account number, the name 


of the account, and the pages arranged in numerical 


order in accordance with the number of the account. 


1 See Appendix page 49 
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The amounts posted to these accounts will be found 
in the Expense Distribution Book, and the General col- 
umns of the Cash Receipts and General Journals. The 
footings of the columns in the Expense Distribution 
Book having the same names as the accounts in the &x- 
pense Ledger, will be the amounts posted from that 
book. Individual items may be in the General col- 
umns in the General Journal and Cash Receipts Jour- 
nal. 

WARNING, 

When individual amounts are posted to any 
accounts in the Expense Ledger from the General cclumns 
of the Journals, be sure a similar amount is postea 
to the controlling account in the General Ledger. 

Be sure to post to this Ledger, the individual 
amounts when an adjusting, closing, or any other 
journal entry is made which affects the controlling 
account in the General Ledger, 

A schedule of the accounts and their balances 
will be prepared each month, for each department and 
the total should agree with the balance of the con- 


trolling account in the General Ledger. 


POSTING AND TRIAL BALANCE./ 
Posting is to be done daily, if possible. 
At the end of each month, the debits and credits 


1. Bewman and Percy, "Prin. of Bookkeeping ana 
Business." Adv. 965. 
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will be totaled with lead pencil, writing very small 
figures under and very closely to the last amount in the 
debit and credit columns. The difference will be 
written in short of the money column, on the larger 
side. 

A Trial Balance will be prepared from the balanees 
written in snort. 

If the footings are not alike, re-add the two 
columns and if the difference is a multiple of two, 
the error may be the amount of the difference which 
was posted on one side of the Ledger and omitted on 
the other, or, one-half of the difference which was 
posted twice on the same side of the Ledger. There- 
fore, look for the whole amount or one-half of the 
amount. 

When the difference is divisible by 9, it is 
possible a transposition of figures occurred at the 
time of posting. The amount of 45 divided by 9 is 
5, hence look for an amount the difference between 
the unit and ten figure being 5, e. g., 16-61; 387-72; 
38-33; 49-94, etc. The amount of 36 divided by 9 
is 4, Look for an amount, the difference between 
the unit and ten being 4, e. g., 1551; 26-68; 37-73; 
48-64; 59-95, If the difference divided by $3 is 
10, 80, 30, ete., look for an amount the difference 
between the ten and hundred being 1, 3, 3, etc., 


€. g., 180-210; 130-310; 140-410, etc. 
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A transplacement of figures will cause a difference 
vetween the trial balance footings which is divisible 
by 99. 

Divide by 9 and that answer by ll. An amount of 
50 cents posted as #50.-, will make a difference of # 
$49.50 which divided by 9 is $5.50 and this amount divid- 
ed by 11 ia 50, hence look for 50 posted as cents or dc 
dollars. 

Too much time should not be devoted to locating 
an error by the application of the procedure stated 
above. If the error is not located within a short 
time, proceed as follows; 

l- Re-add both columns of the trial balance. 

&. Re-ada doth sides of the ledger accounts 
and check the amount with the Trial Balance amount. 

3. Examine the General Journal and see to it 

that there is a devit for every credit 
amount. When an entry has two or more 
debits or two or more credits, add the 
amounts of that entry and place small 
pencil footings under and very close to 
the amount on either side, Then check 
the different amounts with those posted 
in the Ledger, placing a very small check 
mark on the double vertical ruling at the 


left of the amounts in both books. 
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Examine the other vooks of original entry, so as 
to be sure there are equal debits for credits, and 
check the amounts in the General Ledger as instructe 
ed above, If the checking is done carefully, the 
error will be located. 

During a busy period, it might be inconvenient 
to check the different items, in which case a Suspense 
account may be opened, and an entry made in the Gen- 
eral Journal to sither debit or credit this account 
for the difference between the footings of the Trial 
Balance, However, the error should be located as 
soon as possible,as it is a bad practice to employ 
a Suspense account for this purpose, and when the 
error is located, an entry reverse to the one made 
to open the account, should be entered in the General 


Journal. 
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OFFICE PROCEDURE AND REGISTERS 


BANK DEPOSITS: ’ 

The person who opens the envelopes directed to 
the institution, and received by mail, will remove 
the checks and prepare deposit slips in duplicate, 
The checks will be transferred to the bookkeeper 
for recording in the Cash Receipts Journal, after 
which the checks will be returned to the clerk in 
charge of the deposits. Deposits must be made in 
the bank daily, the duplicate deposit slips pre- 
sented to the Treasurer and filed in such a manner 
as he directs. 

All cash items received will be deposited with 


the checks, 


THE BANK PASS BOOK, 

The Bank Pass Book will be kept in the office 
of the Treasurer and no deposits will ve made with- 
out presenting this book to the bank at the time of 


making the deposit. 


MONTHLY STATEMENTS FROM CREDITORS.” 

The mail clerk will present to the Treasurer all 
monthly statements received from creditors. This will 
enable him to note any items which should receive his 


Rittenhouse, “Elements of Accounts." p. 44. 
" " . (iP 46, 


1. 
oe 
3, Practice." 191 
3. Kester, “Accounting Theory anu Practice. Pp. 1825 
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attention. After the Treasurer has examined then, 
the statements will be returned to the mail clerk 
who will compare the items unpaid with the Purchases 
and Expense Register, and report to the Treasurer any 


discrepancy. 


BILLS. 

A monthly renort of unpaid tuition due over thirty 
days must oe presented to the Treasurer, by the book- 
keeper, and this report must be verified by the mail 
clerk before being presented, The Treasurer will 
also receive a statement, at the beginning of the 
school year, exhibiting the number of students regis- 
tered and the tuition charges. All subsequent charges 
must be reported promptly, so that he may have a con- 
plete record of the total charges to all students, 

A report of payments by students together with 
any allowances made, will enable the Treasurer to 
compute the amount due from that source of income. 

Each instructor will present a report directly 
to the Treasurer, on the last school day of each 
mcenth, a list of the names of the students reporting 


for instruction, during the month. 


NEW AND DISCARDED ITEMS, 
Whenever a new item is purchases, the person in 


charge of a department must present a report describing 
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it to the Treasurer. If an item is sold or dis- 
carded, it must be reported. The department head will 
keep an inventory book in which will be recorded a 
clear description of articles possessed by his de- 
partment. A list of items in th= possession of each 
department must be reported at the beginning, middle, 
and end of the school year. 

An Inventory Book in the office of the Treasurer 
will have a section provided for each department and 
the items reported in possession of the department 
heads at any time must be in agreement with the In- 


ventory Book in the Treasurer's office, 


RECEIPTS FOR ITEMS LOANED. 

It frequently happens that property such as 
papers, or other items, is loaned within the in- 
stitution or to outsiders. In such cases a receipt / 
should be signed by the person who is the receiver and 
a record made in a book known as the Articles Loan- 
ea Book.4 

A space should be provided in this book for the 
date the item is loaned, name of the borrower, de- 
scription of the article, the date it is returned, 
and the name of the person who received it when it 
was returned. 


1 See Appendix page 106 
@ See Appendix page }06 
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ADJUSTING AND CLOSING THE BOOKS. 

The Treasurer will report the inventories to 
the bookkeeper, at the end of each fiscal period. 
He will provide also a list of the securities and 
other items owned by the institution with their 
values. In addition, information will be given 
concerning the rate of depreciation of the different 
items, and any other information necessary to adjust 


the different accounts, 


WORKING SHSET. 

The Working Sheet‘will have twelve columns, 

The trial balance before adjusting will be 
written in the first two columns; the adjustments 
necessary will be entered in the third and fourth col- 
umns; the trial balance after adjustments, in the 
fifth and sixth columns; the educational costs ana 
income, in the seventh ana eighth columns; expenses 
or losses and income and gains from sources other 
than students, in the ninth and tenth columns; assets 
or deferred items and liabilities, capital, and sur- 
Plus, in the eleventh and twelfth columns, 

The educational costs column will have entered 
in it, all costs or expenses which are necessary to 
provide the students with instruction, vooard and 


room, recreation, etc., for which they are charged 
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1 See ~Appendix page 110 
1, Bowman and Percy, "Prin. of Bookkeeping and 
Bueginess." Adv. p. 139. 
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or which may be provided tc them by the institution 
without charge. The educational income column will 
have entered in it, all income received from students 
from such source as is charged in the educational 
costs column, 

The balance of the two columns will exhibit the 
Net Educational Profit, if the sum of the eighth col- 
umn is greater, or the Educational Loss, if the seventh 
column is greater, This d#zfference, if a gain, will 
be entered in the seventh and tenth columns; if a 
loss, in the eighth and ninth columns. 

All expenses or losses not directly related to 
educational income, will be entered in the ninth col- 
umn and income or gains not related to educational 
income, will be entered in the tenth column. If 
the total of the tenth column( including the education- 
al income), is greater than the total of the ninth, 
the Net Profit will be entered in the ninth and twelfth 
columns, or if the total of the ninth column is 
greater, the Net Loss will be entered in the tenth 
and eleventh columns. 

The adjusting and closing entries as well as 
the Profit and Loss Statement’ and Balance Sheet may 


be prepared from the completed Working Sheet. 


PROMISSORY NOTE REGISTER, 


All promissory notes received will be entered 


1 See page 93 
68 See page 90 
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in this register,’ which provides for the date of entry, 
date of the note, number, time, name of payee, name 

of maker, name of endorser, where payable, the amount, 
due date, when payment is to be made, the amount paid, 
interest rate, and the book and page numoer where pay- 
ment is recorded. 

The total amount of the notes unpaid should agree 
with the balance of the Notes Receivable account in 
the General Ledger. 

All promissory notes to be paid by the institution 
will be recorded in a section provided in the Note 
Register,* Space will ve provided for theate of 
entry, the date of the note, number, time, name of 
payee, name of maker, where payable, interest rate, 
the amount, due date, when payment is made, the a- 
mount paid, ana the book and page numoer where pay- 


ment is recorded, 


SECURITIES REGISTER, 

One section of this Regteted v6 for the record- 
ing of stocks and ancther section for the recording 
of bonds. The stock section provides for the date 
of entry, the date of issue, number, name of the 
company, kind of security, name of person to whom 
issued, endorser, number of shares, par value, total 
par value, amount paid, and book and page number 


where payment is recorded. 


4 See Appendix page 111 
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The section provided for bonds will provide for 
the date of entry, the date of issue, number, name of 
company, to whom issued, name of endorser, number of 
bonds, value of bonds, amount paid, when due, when 
paid and the pook and page number in which payment 
is recorded. Provision is made to distribute the 
amortization or accumulation amounts which are to be 
adjusted to the interest income account, at the end 
ef each month, if monthly statements are prepared, 
or at such time when statements are prepared. 

When any securities are paid for or sold, a 
line will be drawn on the line above and the line 
below the amount of amortization or accumulation 
provided for the particular security, so that item 
will not ve considered when making adjusting entries, 


after the security has been disposed of. 


INSURANCE REGISTER. 

The Insurance Register’will be used for the 
registration of all insurance policies, whether for 
fire, theft, auto, or for bonding employees. 

A space will be provided for the current date, 
date of the policy, number of the policy, name of 
the insurance company, item insured, amount covered 
by the policy, date of expiration, journal and page 


number where payment is recorded, amount paid for the 


1 See Appendix page 113 
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policy, and distribution columns for the amount paid. 
When a poticy expires, a line will be drawn 
on the line above and the line below the amount of 
the monthly charge, so that item will not be con- 
sidered when making adjusting entries. 
At the end of the fiscal period, a schedule 
of the policies unexpired will be prepared, and the 
sum of their values will agree with the balance of the 


Insurance Prepaid account. 


DEPARTMENTAL INSTRUCTIONS, 

The forms for this purpose will be, one white 
for general orders, and one blue for emergency orders. 
The instructions or orders will be written in 
duplicate, the original sent to the department head 

and the duplicate to be filed in the office for 
reference. A task which requires immediate at- 
tention will be written on the blue form. 

The forms must be signed and returned to the 
office, when the service requested has received the 


attention of the proper person, 


PAY ROLL./ 

Department pay roll sheets will have recorded on 
them the name of each employee of the department 
and the hours: of service each day. This will be 


done by the @partment head who will sign the sheet 
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1. Rittenhouse, "Elements of Acccunts." p. 195. 
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and deliver it to the office within twelve hours 
after the end of the weekly work period, All money 
items will be written on the sheets, in the office. 
The pay roll will be prepared and the pay envel- 
opes distributed forty-eight hours after the weekly 
work period ends. 
Checks should be issued whenever possible for the 


payment of salaries and wages, 


STORE. 

The store will be conducted for the convenience 
of students, and will provide supplies, confectionery, 
jewelry, etc. 

All sales will be for cash. 

Whenever a sale is made, the amount will be en- 
tered on a sdles sheet kept near the cash register. 
The sales sheet will have a column for each classifi- 
cation and at the end of the day, the columns will 
be totaled which amounts will be recorded in the 
columnar book to be used for the recording of sales. 

The columns will provide for the following: Text 


books, school supplies, candy, foods, jewelry, writing 
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paper, decorations, scuvenirs, studio supplies, notions, 


and sundries. 
The columnar book for recording the daily sales, 


will have a total column and that will be followed by 
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columns headed oy the names of the particular classifi- 
cation of the items sold,’ 

At the end of the week, the columns of the book 
will be totaled, a single line to be drawn above the 
totals and double rulings on the line where the totals 
are written. 

A report will be prepared for the Treasurer, at 
the end of each week, 

An entry will be made in the cash vook for the 
amount of total sales, when the report and cash have 
been received from the manager of the store. 

A weekly statement will be prepared as shown on 


the following page. 


1. Rittenhouse, "Elements of Accounts." p. 19% 
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INSTITUTION 
STATEMENT OF STORE 
Week Ended-Date 

Sales: 

Text Books 

School Supplies 

Candy 

Foods 

Jewelry 

Writing Paper 

Decorations 

Studio Supplies 

Notions 

Sundries 
Total Sales 

Deduct-Cost of Sales: 


Inventory, Beginning of week 


Add- Purchases sak: Bo 
Less—Ret. Pur. **** 
Net Purchases sd lial 
Add- Peceiving 
es 


Rxpenses 
Total Cost of Met Purchases 
Total Cost of Goods 
Less—- Inventory, End of Week 
Cost of Sales 


Gross Profit on Sales 
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SPECIMEN ENTRIES AND STATEMENTS. 


SPECIMEN ADJUSTING ENTRIES, / 

The department heads will report the inventories 
of their departments. A schedule of inventories will 
be prepared on a four-column sheet of paper. One 
line will ve used for each department, and the columns 
will be headed as follows: 

The first, date cf the beginning of the fiscal period; 
second, date of the end of the fiscal period; third, 
additicn to Educational Costs; fourth, deduction from 
Educational costs. 

The first column will be for the amount of in- 
ventory value at the beginning of the fiscal period. 
The second for the inventory value at the end of 
the fiscal period. The third will be for the differ- 
ence between the amounts in the first and second col- 
umns, if the amount in the first column is greater, 
and will be added to the Educational Costs of each 
department. The difference between the first and 
second columns will ve entered in the fourth column, 
if the amount of the second column is greater and 
will ve deducted from the Educational Costs of each 
department . 

The different items which make up the department 
inventories, will be listed on a paper ruled similar 
to that descrived above, one item to be entered on 
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each line, the total being transferred to the summary 
sheet described. 

assuming Departments A, B, C, D, and E to have 
balances entered in the third column, and Departments 
F, G, H, I, ana J to have balances in the fourth column, 


the adjusting entries will be: 


Dr. Cr. 
Department A kk be 
Department B eR AOR 
Department C et ss 
Department D Ok 
Department E Ok Ok OF 
Inventory, Department A +e ROKK 
Inventory,Department 5 ee ss 
Inventory, Department C He OK ke ok ok 
Inventory, Department D ok kk 
Inventory, Department E ke RH 


To transfer the difference 
vetween the inventory value 
for the beginning and end- 
ing dates of the fiscal 
period, ending--~Date. 
Detailed items for Sub- 
Sidiary Ledger on Dept. 


Invéntory Sheet. 
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Inventory, 
Inventory, 
Inventory, 
Inventory, 


Inventory, 


Dr. 
Department F OK KK 
Department G eke EF 
Department F # KS 
Department I aeEK ERD 
Department J Oo kx 


Department F 


Department C 


Department H 


Department I 


Department J 


To transfer the differ- 
ence between the inven- 
tory values for the be- 
ginning and ending dates 
of the fiscal period, end- 
ing--- Date, 

Detailed items for the 
Subsidiary Ledger on the 


Dept. Inventory Sheet. 
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CF. 
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Interzst will he computed for the interest-bear- 


ing notes unpaid, as recorcead in the Note Register. 


A schedule will be prepared, having columns for: 


Interest accrued on notes payable, interest accrued 


on mortgages payable, interest accrued on bonds 


payable, interest accrued on notes receivable, 
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interest accrued on debenture bonds, interest accrued 
on other securities, interest accrued on bank balances. 
For the interest accrued, make the follcwing 
entries: 
Dr. Cr. 
Interest on Notes Payable SeHta* 
Interest Accrued on Notes Payable + gl dled aallee 
To record the accrued interest 
on Notes payable as of Date. 


ook ok KO ke 
Interest on Mortgage Payable Re 
Interest Accrued on Mortgage Pay. ok tee 
To record the accrued int- 
erest on mortgages payable 
as of---Date. 
ee ee ee ee es 


Interest on Bonds Payable Sess es 


Interest Accrued on Bonds Payable Ree es 


To record the accrued interest 
on Bonas Payable as of Date, 
ee ee ee es 
If bonds were sold at a@ premium or dis- 
count, an entry should vce made for the proper 
amount of premium or discount which should be 
applied to this period. Interest ‘on bonds 
will be credited, if the bonds were sold at 
premium, and debited, if they were sold ata 


Giscount. 


Peastgyt 


rs 
4 
Je 
ew + em, 


a en ca of ae 
‘) Lb iaataal BR egao8! ap veonetat! «ay 
eieaaeaies. otdanad, sun ae neh MO a, >» 
| se wie Deut oS ‘ets pagebn of Page 
ee a 
1b 70 Mitueed 4 2 "blow esee baad 2 
reqonly add 6% anenct heii: mie a sewn 
“88 plegdee sigan um fod 
boy ees wordeyaetnt > 
i blow eon, obey pi sige te 
Baa aloe sxsw yada %, has t9eb “an 


2 i ‘ hole We may : 
ea ae RAL ate a 


eel ay 
RRR DFE ae ie 
al | 


79 


Di. Cr. 
Interest Accrued on Notes Receivable FRA AS 
Interest on Notes Receivable ee ee 
To record the accrued int- 
erest on Notes Receivable 


as of ---Date,. 
KKK KKK RK KE 


gnterest Accrued on Debenture Bonds ~** 
Interest on Debenture Bonds oF eee 
To record the accrued int- 
erest on Debventure Eonds 
as of ---Date. 
ee ee ee eS 
If the bonds were bought at a premium or dis- 
count, an entry should be made for the proper amount 
of premium or discount which should be applied to 
this pericd. Interest on Debenture Bonds will be 
debited, if the bonds were bought at a premium, and 
credited, if bought at a discount. 
Interest Accrued on Securities ili ina bated 
Interest on Securities : siding 
To record accrued interest 
on other securities as of 
----- Date 
eee ee eee 
Interest Accrued on Bank Balances eSSSs 
Interest on Bank Balances SET RSF 


To record the interest accrued 


on bank balances as of--pate. 
OK KOK RK OK 
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The cost of taxes will be distributed to the 
a@ifferent departments and will be accrued between the 
date of assessment and the date of payment. The 
taxes Will be prepaid from the date of payment to 
the following date of assessment. It will be 
necessary to make the following entry, if the taxes 


are prepaids 


Dr. Cr. 
Department A kK EK 
Department B ee ee 
Department C ee Ke 
Department D oe ee 
Department §& HOR ek 
Department F KR 
Department G OK kok 
Department H +R 
Department I ok kk 
Department J ee ee 
Taxes Prepaid ok ek 


To charge the different depart- 
ments for the proper proportion 
of taxes expired for the fiscal 
period ending----- Date 


OR kK kk OK Ok kk 
If the taxes are accrued, make the following entry: 


Department A eR 
Department B eR Ok 
Department C kk Ok 


Department D eK 
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Dr. Cr. 
Tepartment £ ee es 
Department F eR kok 
Department G ers s 
Department H Pee a 
Department I eR OK x 
Department J kK RF 
Taxes Accrued ee es 


To charge the different depart- 

ments for the proper proportion 

of tax expense which has accrued 
to ----Date. 


KKK KEKE EEE 
The amount of insurance expired, will be distri- 


buted as foliows: Dr. Cr. 
Department A Ok 
Department B ok ok 
Department C ke 
Department D AK ee 
Department EF eRe ED 
Department F kk tk 
Department G kK KE 
Department H ee. 
Department I Oe 
Department J KEK HH 

Insurance Prepaid RRR 


To charge the different depart- 


ments for their proportion of 
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period ending---Date,. 
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The depreciation charge will be made as follows: 


Department 
Department 
Department 
Department 
Department 
Department 
Department 
Department 
Department 


Tepartnent 


Reserve for Depreciation of Build'g 
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mm © 2 °° DW « 


eH 
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Reserve for Depreciation of Equip. 


Doubtful A 


Reser 


Unearnea T 


Tuiti 


To provide for the deprecia- 
tion of fixed depreciating 
assets for the period end 
ing---- Date. 
a ee ae ae 
ccounts 
ve for Uncollectible accounts 
To provide for the estimated 
uncollectivle accounts and 
notes as of Date. 
ee 2 ee ee eo 
uition 


on Earned 


To transfer to the income 
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account, the amount of tuition 


earned during the fiscal period 


ending--- Date. 
SPECIMEM CLOSING ENTRIES,/ Dr. Cr. 
Tuition Harned kK OK 
Educational Cost and Income Hk Ok 


To close the Tuition Earned 
account and transfer the 
balance to the Educational 
Cost and Income account, for 


the fiscal period ending 


See a Date. 
OK OK ek oe OK ke Ok 
Educational Cost and Income KO 
Department A ee eo 
Department B OR kk 
Department © kk Ok 
Department D Rk kk 
Department EF ek kk ok ok 
Department F RR ORK 
Department G ek Ok 
Department H kK kOe 
Derartment I eee Ts 
Department J Ok RK Ok 


To close the accounts of Sducation- 


al costs and transfer the balances 


to the Educational Cost and Income 
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account, for the fiscal period 
ending----Date. 
Dy. 
Educational Cost and Income *eeSKE 
Loss and Gain 
To close the Educational Cost 
and Income account and transfer 


the Net Income from Educational 


Service to the Loss and Gain 


account--- Date. 
* KK RK RRR KK OK OK 
Receipts from Store ee 
Discount on Purchases eK Re 
Special Parties er es 
Rent Receivable Income eo keke ke 
Sales to Employees ee ee 
Board ana Provisions Ok 
Telephone and Telegrams ko kek 
Interest on Notes Receivable ile dailiel 
Interest on Securities kk OK * 
Interest on Debentures HOR ke 
Interest on Bank Deposits RR RK 


Loss and Gain 
To close the sundry income 
accounts and transfer the 
balances to the Loss and 
Gain account, for the fiscal 


period ending-----Date 
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Dr. Gr. 
Loss and Gain ok ok kk 
Claims and Adjustments KR 
Employees Coods Hk ex 
Interest on Notes Payable eK 
Interest on Mortgages Payable +R Re 
Interest on Bonds Payable sll lealiad 
To close the sundry expense 
accounts anda transfer the 
balances to the Loss and 
Gain account, for the fiscal 
period ending------ Date. 
Ok kk OK Ok Ok ok ek 
Loss and Gain OR kk 
Accunulated Profits ere 


To transfer the balance of the 
Loss and Gain account, or net 
profit for the period, to the 


Accumulated Profit account. 
eK ok ok ok ok ok ok oe ok ok ok kk oe 
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SPECIMEN REVERSING ENTRIES. / 
Bry Cr. 
Interest accrued on Notes Payable Fees © 
Interest on Notes Payable re eye 
To reverse the adjusting entry 
for interest accrued on notes 
payable, the interest on notes 
payable account to be used for 
current notes payable interest 
items. 
OK OK KK OR Rk ok OK 
Interest Accrued on Mortgage Payable tas has 
Interest on Mortgage Payable ached wt 
To reverse the adjusting entry 
for interest accrued on mort- 
gages payable, the interest on 
mortgages payable account to 
be used for current mortgage 


payable interest items. 
Kee KK RK ea 


Interest accrued on Bonds Payable oor ese 
‘Interest on Bonds Payable nitiegheds a 

To reverse the adjusting entry 

for interest accrued on bonds 

payable, the interest on bonds 

payable account to be used for 

current bond payable interest 

items. 


oe ok ok OR ok ok ok ok Ok ok ok kk 
Interest on Notes Receivable 


1. Bowman and Percy, "Prin. of Bookkeeping ana 
Bueiness.™ Adv. p. 159. 
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Dr. 
Interest on Notes Receivable OR 


Interest Accrued on Notes Receivable 
To reverse the adjusting entry for 
interest accrued on notes receivable, 
the interest on notes receivable 
account to be used for current 


notes receivable interest items. 
eee Ee KK 


Interest on Deventure Bonds eee ee 
Interest Accrued on Debenture Bonds 
To reverse the adjusting entry 
for interest accrued on debdenture 
bonds, the interest on debenture 
bonds account to be usdd for 
current debenture bond interest 
itsms,. 
eK ke ok eo oe ok ok ok ok oe ok ok 
Interest on Securities vii: Geeta dhag 
Interest Accrued on Securities 
To reverse the adjusting entry 
for interest accrued on securi- 
ties, the interest on securi- 
ties account to be used for 
current securities interest items. 
Pe ee ee ae ae ae ae a 
Interest on Bank Balances ae 


Interest Accrued on Bank Balances 


To reverse the adjusting entry 
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for interest accrued on bank 
balances, the interest on bank 
balances account to be used for 


current bank valance interest items. 


DEPARTMENTAL GRAPHS. 

Bar graphs will be prepared for the different 
department heads each month. They will be pre- 
pared on a per cent basis, the money values will not 
be stated. A duplicate of the graphs will be given 
to the Treasurer, The Denartment Heads may study 
the graphs and know whether they are operating 
efficiently. 

The name of each month will be written at the 
bottom of the graph and the per cent of expense appli- 
cable to that department, in accordance with the budget 
allowance, will be shown by a white bar, the actual 
expenses to be indicated by a filled bar. The bars 
will be mace relative to the normal costs as computed 
by a careful study of exrenditures for the particular 
department, over a period of time. The ovudget allowance 
will be considered as normal and equal to 100 per cent, 
and whenever the filled bar is longer than the white 
one, it will indicate that the department has expended 
more than it should, 

The Treasurer will see to it that the department 


expenses do net exceed the vudget allowances. 
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See page 115 
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The graph prepared for the fxecutive Board will 
have lines of different types and colors to indicate 
the costs of each department. The initial of each 
month will be written at the bottom of each vertical 
line, and the figures representing the amounts at 
the left-hand side of the graph. 

The departments having expenses for each month 
of the year will have continucus lines while those 
departments which do not have expenses during the 
time the institution is closed, will be indicated 
by lines which will haves a& gap between the months 
when those departments are active. 

The graphs prepared to show the yearly variation 
of enrollment will have the number of the year writte 
at the bottom of the vertical lines and at the left- 
hand side of thegraph, will be written the number of 
pupils enrolled. The graph line will indicate the 
increase and decrease of the yearly enrollment. 

The income variations will be shown by a graph 
having the year number written at the bottom of each 
vertical line and the amounts in thousands of dollars 
will be written at the left-hand side of the graph. 

Capital variations will be exhibited by a graph 
having the year number written at the bottom of each 
vertical line and the amounts in thousands of dollars 
Will be written at the left-hand side of the graph. 

1 See page 117 


@ See page 118 
3 See page 119. 
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CONCLUSION 

The financial management of a private school 
should receive the same kind of attention as that 
given to any business enterprise. Many proprietors 
of the private schools, have little or no knowledge 
of accountancy and in many instances assign the 
business recording and financing of their enter- 
prise to some one who possesses only a knowledge 
of pookkeeping. 

The result is that their system of accounting 
is lacking to a certain extent. It is essential 
to attain the greatest degree of success, that one 
study past operations and anticipate possible future 
conditions, in order to plan efficiently. 

Financial records scientifically made together 
with statistical information must be available for 
the use of the present and future entrepreneur who 
aims to meet successfully competition in his par- 
ticular field. 

If the subject of this thesis has been treated 
in a way that will lead others to a further study, 
so that accountancy as applied to the administration 
of private schools will receive a contribution of 
value, the writer will consider that his efforts 


have not veen in vain, 
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TUITION KRAARNSD: 
Senior School 
Junior School 


EXTRAS EARNED: 


Senior School 3.- 
Junior School eee 
TOTAL TUITION AND EXTRAS EARNED 
Deduct- OPERATING CHARGES: 
MAINTENANCE OF DEPARTMENTS: 
General Administrative 7,000.- 
Buildings and Grounds 6,000.- 
Heat, Light, and Power 4,000.- 
Dormitory 2,000.- 
Education 9,000.- 
Store 3,000.- 
Cornmissary 6,000.- 
Laundry 500,- 
Garage 600.- 
TOTAL OPRRATING CHARG&S 
NET OPSRATING PROFIT 
Add- OTHER INCOME: 
Receipts from Store 1,000.- 
Discount on Purchases 200.=- 
Special Parties 5, 000.- 
Rent Receivable 300,.- 
Sales to Employees 360.—- 
Miscellaneous Income 350.- 
Board and Provisions 150.- 
Telephone and Telegraph 160,- 
Interest on Notes Receivable 20.- 
TOTAL OTHER INCOWE 
TOTAL OPERATING PROFIT 
Deduct- OTHER CHARGES: 
Claims and Adjustments 100.- 
Employees! Goods 400.- 
TOTAL OTHER CHARGES 
WeT PROF R THRES MONTHS ENDING 9/30/34, 


PERATING STATEMENT FOR THREE MONTHS ENDING SEPTEMBER 


$42 ,200.- 
2 


,000.=- 


93. 


1934. 


#44 ,000.- 


_38,100,— 


5,915.- 


7 560.- 
13,475.- 


500.- 
$12 ,975.- 
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COMPARATIVE OPERATING STATEMENT FOR THRET NONTHS ENDING SEPT, 30,'34 
1932 1933 1934 
TUTTION EARNED: z 
Senior Schcol #45,000.- %40,000 $42 ,000.- 
Junior School 8,000. Awe es 100.+ { . Bj;00Gr- 
TOTAL mc OG0.- 48,100 44, 000. = 
EXTRAS EARNED: 
Senior School 160.- Xo 
Junicr School 18), = ie = 
_TOTAL 176.- ie oe 15.- 
TOTAL TUITICOY AND EXTRAS BARYED 47,178.-  — 48,100.- 44,015.- 
Deduct- OPERATING CHARGES: 
MAINTENANCE OF DEPARTMENTS: 
General Administrative 7,400,- 7 ,500.- 7,000.- 
Buildings and Grounds 3,600.- 3,900.- 6 ,000.- 
Heat, Light, and Power 3,900.- 3,100.- 4,000.- 
Dormitory 2,600.- 3,150.- 2,000.- 
Education 17 ,900.- 9,100.- 9 ,000.- 
Store 3, 300 2,400.- 3,000.- 
Commissary 6,700.- 5,200.- 6, 000.- 
Laundry 600.- 600.- 500.- 
Garage Bib.n/ 650. | 600.- 
TOTAL OPR°ATING CHARGES 46,615.- __—-35, 600.—_ 36,10C,- 
NET OPSRATING PROFIT ae: CRS Ae AS 2,915.=— 
Add- OTHER INCOME: 
Receipts from Store 700.- 500.- 1,900.- 
Discount on Purchases 100.- 150.- B00.- 
Special Parties 6,600.= 5,000.- 5 ,000.- 
Rent Receivable 400.- 500.- 300.- 
Sales to Employees 200.- 150.- 360.- 
Interest on Notes Receivable 100.- 6.- 20,- 
Miscellaneous Income 300. - 200.- 350.- 
Other Interest Received 200.- 400.- -—< 
Board and Provisions 100.- 100.- 150.- 
Telephone and Telegraph 200.- 100.- 160.- 
School Magazine ee" ce ee. Th ee ae 
TOTAL OTHER INCOME _ 10,505.- 7,118.- 7, 560. — 
TOTAL OPERATING PROFIT 11,066.-  __135,616.- 13, 475.- 
Deduct- OTHE? CrARGES: 
Claims and Adjustments Set ae > 100. - 
fmployees Goods po 20065. . ea 400.- 
TOTAL OTHER CHARGES 26 3.- 195. = 500.- 
WET PROFIT FOR THR#® MONTHS 
SNDINC SETTEMBER 30, 1934. $10,605.- __ $13,417 .-_ $12,975.- 
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